CITY OF SAN ANTONIO

1 Administrative Directive | AD 8.3 ~ Accounts Payable

Procedural Guidelines - Guidelines to ensure consistent and accurate
- payment of City suppliers and vendors.

Department/Division | Finance, Accounting Division

Effective Date '] anuary 31, 2011

_ ' Juanita Carabajal, Disbursements & Receivable
Project Manager . Administrator

Kay Grant, Accounts Payable Manager

This administrative directive establishes citywide guidelines and uniform procedures and related intemal controls
for management of accounts payable of the City of San Antonio.

The City of San Antonio (City) promotes effective controis to ensure the protection of City assets, accurate financiat %
reporting and efficient use of City resources. The primary objective of this directive is fo ensure that liabilities and |
expenditures/expenses are recorded timely and accurately for the payment of invoices for all vendor accounts. |

Additionally, this diréctive will promote fiscal responsibility and- build positive relationships with City vendors by |
ensuring access to their funds when payment is due. : ‘

This Administrative Directive applies to all employees who are responsible for performing fiscal operations
described herein. This may include, but is net limited to, staff that initiate; process and manage Accounts Payable 5

transactions for the City; lead departmental fiscal staff: management of the Finance Depariment; and other
departmental staff deemed necessary by the lead fiscal staff.

= i

- - e . : i
- A vendor account is defined further in the SAP system as belonging to a
Account Group . group with other like vendors. All vendor accounts belong to one of the
_ . - following groups: Trade Vendors, Employee Vendors, Payroli vendors.

. The Accounts Payable Section of the Finance Department is responsible

for outgoing payments for vendors, employee reimbursements, and other
Accounts Payable Section (AP) financial payment transactions.




Automatic Clearing House (ACH)

A secure payment transfer system which acts as the central clearing facility
| for all electronic fund transfer (EFT) transactions. It enables electronic
| transfer of City funds directly to an approved vendor's bank account.

Baseline Date

A SAP date field which is used as the first day in determining the due date
a vendor invoice is payable. The field defaults to the invoice date but may
be manually entered by Accounts Payable during the invoice entry process
to correctly set the first day from which payment terms should calculate.

_Cash discounts offered by vendors for early pai/mént of invoices prior to
the standard 30 day payment terms. Also refers to cash discounts given

Discounts by vendors for rebates or other reductions.in the price that has no
. performance criteria established for it. '
“The date for payment designated by the contract or stated on the invaice.
Due Dat * 1 no terms are stated, due date is considered to be thirty (30) days from
ue Date

* the later d_ate of the actual receipt of goods or the receipt of a correct and
- yalid invoice.

Good Receipt (GR)

A document created in the SAP system by the receiving department to
acknowledge the physical receipt of the goods and/or services as specified
in the Purchase Order. Entry of the GR posts the cost and liability
associated with the goods purchase to the general ledger.

. GRJIR Clearing

A process in the SAP system which based on the Purchase Order,
compares goods receipt quantities against the invoice receipt quantities
and ‘clears’ the items. A goods receipt quantity in surplus of an invoice
receipt quantity indicates a vendor liability not recorded, an invoice receipt
_ quantity surplus indicates an expense not recorded to the general ledger.

Invoice Receipt (IR}

“Document created in SAP and posted to the vendor's account which

" represents the amount due (!i'abil'i'ty) to the vendor. Itis entered by the AP

- section and includes all invoice information.  Entry of the IR rediices the
GR Liability-and cash associated with the paymenit of the Invoice.

. Non-Purchase Order {Non-PQ)

Payment only documents created by and apprbved at the department
Jevel, using the SAP system, to initiate payment o vendors. for items not
required to be on a formal Purchase Order.

Open Vendor Payable items (open
items)

Invoices entered into the SAP system and recognized as a vendor liability,
that are pending payment based on the due date, or may require further
processing to resolve an issue.

Payment Run

A SAP system transaction that batches open items for payment within
certain parameters based on payment method, payment due date, account
type, and bank account. )

Payment Terms or Terms of Payment

The agreed upon amount of time, usually expressed in days, allowed for
payment of a goods or service. May be negotiated between vendor and
buyer as part of a contract, otherwise the defaullt terms are Net 30.

«  Example; payment terms 2/10 net 30, or (2 percent, 10 days, net 30 )
means if the customer pays the bill within 10 days of invoice date (or
receipt of goods date), then the City can deduct 2 percent of the value

date to.pay the full value of the bill.

of the bill. Otherwise the City has 30 days from invoice date or receipt
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Positive Pay

. An internal control to prevent fraudulent activity. A SAP file is created and
electromcally transmitted to the City’s depository institution at the end of
¢ each business day. The file includes all check numbers and amounts
. issued and voided during that day's activity and are considered the
- authorization for honoring payment of the items listed and nofice of items
: o be dishonored.

Purchase Order (PO}

- Purchasing document issued prior to ordering of goods and services in
accordance with the Procurement AD 1.6. PO’s are created using the SAP
system and approvals of the expenditures and creation of the PO are
controlled by the issuing department and/or the Administrative Services

' Department.

Remit Address

- An alternative address the vendor has supplied and requested payments fo
" be forward to, other than the main location address. Usually this is a PO
Box address or a centralized accounts receivable address for the vendor.

SAP Vendor Maintenance

Designated individual or team which is responsible far setup of new vendor
accounts, updates fo existing vendors and responsible for the validity and
. security of the yendor database.

The Enterprisé software system used by the City of San Anfonio for the

SAP System processing of all financial fransactions and is the financial system of
record.
Any supplier, c'ontractor, consultant or any individual supplyihg goods or
‘Vendor

services to the City

- Compliance with Standards

The: City wilt comply with all local, state and federal statutes, laws and
regulations that are applicable to recording of liabiliies and processing of
vendor payments such as the Prompt Payment Act, the Governmental
Accounting Standards Board {GASB), Texas Local Government Code, and
the City’s charter.

Approvals ,

Approvals are accomplished within the SAP workflow ftracking system
throughout the various steps of the procurement process from the initiation
of a purchase requisition, issuance of a purchase order, and entry of the
goods receipt through the resulting payment of an invoice for the goods
and/or service received.

Management of
VYendor Accounts

In SAP, a single master vendor record will be centrally established and
maintained for each vendor. No payment can be made without a valid
vendor record established. To create a new vendor record, a completed
Vendor Master Creation form fAttachment AJ and the required W-9Q form
is obtained and submitted for review and master data entry. The Vendor
Master Change request form [Attachment B] is used to submit vendor :
record updates. Both requests for new vendors to be established and
vendor updates are submitted by all City departments directly to SAP |
Vendor Maintenance.

1. The City maintains one (1) master vendor record for each legal entity
based on the vendor's Employee ldentification Number (EIN) as
recorded on the W-9 form and as filed with the IRS.
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Management of
Vendor Accounts (Cont’d)

_ vendor record.

Change of address, additional remits, modifications of names, efc. gi'"
must be documented in a manner to prove authority and legitimacy of -
changes prior to acceptance and any change made in the record.

Change in name, change in address, change in tax recipient code
types may require completion of a new W-9 from the vendor as further
supporting documentation. '

Change of ownership or change of EIN will require creation of a new

All Vendor names and dba names in the system are matched to and
verified against the IRS “TIN Matching” system to confirm information
and mainiain our master data in a naming standard consistent to the
IRS standards for reporting purposes.

Cash Management

By ordinance, The Finance Department is given authority to establish
bank accounts as riecessary and maintain signatory approvals for all
disbursements to conduct City transactions.

The Finance Department holds responsibility to evaluate and approve
or reject any offered early payment discount terms if terms are not
monetarily beneficial to the City. All terms must allow a minimum of
ten (10) calendar days for payment.

The Finance Department holds responsibility for the City’s cash flow.
Payments will not be made ih fewer days than the vendor's stated .
payment terms or than the térms stated in a foririal contract or other!
written agreement. Payments oufside of the stated payment terms }
must be approved by the Chief Financial Officer (CFO) or designee.

If 2 vendors’ stated payment termis for his business is other than Net
30, a formal written request should be submitted to the Finance
Depariment to request payment within the given stated terms for the
business, otherwise Net 30 will prevail.  The Accounts Payable
Manager is authorized to approve payment term changes on the
vendor's master data file.

Department employees should not change or modify the vendor
payment terms when creating Purchase Orders. The payment terms
should derive from the Contract or SAP Vendor master data to the
Purchase Crder. Exceptions should be documented and have
approval of the Finance Department prior to final agreement with any
vendor. :

CITY OF SAN ANTONIO

Page 4 of 18 AD 8.3 Accounts Payable



Vendor Payment
Processing

Vendor invoices are reviewed and are processed in compliance with
generally accepted accounting principles (GAAP), City and -Finance
Department process and procedures, SAP procedures, applicable laws,
and other accepted best practices to ensure prompt and accurate
payments. All payments are processed under these principles:

1. All payments are remitted in United States Dollars only.

- 2. Original invoices for goods and services, including those submitted
' electronically as a normal business practice, shall be sent directly by
the vendor to the Accounts Payable section and are required as
backup for all fransactions. Certain exceptions exist under special
agreements and must be approved by the CFO or designee.

a) - The payment amount due on invoices may not be manually altered
by City personnel. Disputed invoices or items should be reconciled
with the vendor and a corrected invoice or a credit memorandum
for the disputed amount or item should be issued by the vendor.
Exceptions to aliow a short pay (underpayment) of an invoice may
be made by the Finance Department for small amounts for taxes
and- shipping that the City is not liable fo pay. It is expected
corrective action will be taken with the vendor to ensure future
invoices are correctly billed. Manual corrections for pricing or
guantity discrepancies are not allowed and require a corrected
invoice or credit memorandum.

b} Departmental requests for payment to Delegate Agencies should
have accurate documents attached that properly support the
request for payment. Documentation should include:

= An Agency invoice showing hame and address, the amount
being requested, dates, program name, signatures, etc.

=  Summary of itemized reimbursable expenses — totaled to
same amount on Agency invoice sheet.

= Deparimental approval sheet showing date received,
processing items (PO, GR)

= Sales agreements, contacts, or, City ordinance as applicable.

= Advance payments may require additional documentation
including the authorization for the advance payment
(ordinance” or contract), Department Head approval, and a
. formal written request from the Delegate Agency including the
methodology of calculating the advance amount.

» Other documents, including individual receipts for amounts
submitted for reimbursement, should be retained at the
department.

c) Departmental requests for payment to vendors for capital projects,
i.e. cornstruction pay estimates, may be maintained in the official
web portal designed to track capital projects, calculate payments
due and maintain approvals.

»  Upon completion of all approvals, the Estimate Certification
Form and the approval audit log is printed, reviewed and
forwarded to accounts payable for payment processing.

= Those payments not recorded in the portal require a manual
Pay Estimate form with appropriate S|gnatures {Department
Director or designee).
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»  Written notice of designee, or other approved signatures, -
should be directed to the Finance Department and is the |
responsibility of the department to update as needed for
personnel or process change.

= Vendor names on all portal files and all manual pay estimates
must match the vendor name in the master data to which it will
be paid.

= Additional forms, signatures or affidavits may be required for
all final payments and/or retainage release.

= Manua! changes for correcting minor mathematical
calculations are allowed on both portal documents and the
manual pay estimate form provided they are clearly notated

- Vendor Payment and initizled by the person making the corrections.

Processing (Cont’d) d)

Certain expénditure_s require approval by ordinance as directed by
the City Council. A copy of the approved ordinance may be
requested as part of the backup documentation. _

e) Exceptions include:

= Utility invoi_cés (i.e. water, phone service, electric, cable)
should be sent directly to the department due to the detailed
review and inter departmental billing process involved.

= Delegate Agency billing for organizations seeking funds from
the City are submitted to the appropriate department for review
purposes.

= Small dollar transactions for which the department will use a P-
card or create a non-PO document as payment. {

= City Council expenses are submitted to the City Council office.

= Other expenditures which require departmental review with
prior approval of the Finance Department. o

3. Discount terms will be calculated based on the later of 1) date of
receipt of goods or 2) receipt by the City of a correct and valid original
invoice. The SAP system uses the baseline date field, as completed
during invoice entry by Accounts Payable, plus the payment terms to
determine discounts and payment due dates.

4. The City policy is to pay for goods and services after compietion of the
service or receipt of the goods. Any payment request submitted which
is for a payment in advance of actual receipt of goods or services may
require special handling or coding within the SAP system and may be
referred to the Controller in the Finance Department for direction
regarding posting.

. 5. The City policy is to pay for goods and services in accordance with the
Prompt Payment Act (Ch. 2251 Government Code) and the paying
of interest on past due amounts which states vendor payments will be
due and payable to the vendor within thirty days (31) from the receipt
of goods or receipt of a correct and valid vendor invoice, whichever is
later. Most payments for Goods, materials, or services consumed by
the City to perform its key functions are subject to the Prompt Payment
Act. Other payments, such as amounts to delegate agencies and
other governmental agencies may be exempt from interest penalties
under this code. {See Attachment C for examples}
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Vendor Pavment

Processing (Cont’d)

a) Exceptions to the Act include when the terms of a federal contract,
grant, regulation or statute prevent the City from making a timely
payment with federal funds or when there is a bona fide dispute
about the goods delivered or service performed.

b) Earlier payment may be made when the City is able fo take
advantage of vendor discounts.

c) A payment begins to accrue interest based on a formula defined

by the Act based on the rate in effect on September 1 of the fiscal

. year in which the payment.becomes overdue. The Finance

Department is responsible to calculate and pubhsh the effective
interest rate each fiscal year.

d) The Clty must exercise due diligence regarding timely payments.
The cost of late payment interest or other finance charges
assessed by a vendor is always the responsibility of the
department and ray require the department to expense these
payments from operating funds.

The frequency and timing of the execution of the payment run is
determined by the Finance Department based on account type,

method of payment and demand. The Trade vendor account fype is
run most frequently to achieve payment by due date and to capture all
discounts offered. Payment runs for other account types including
Employee/TRIP reimbursements, Accounts Receivable/Customer
refunds and Payroll Third Party remit payments are performed no less-
than one (1) time per week on a scheduled day to facilitate workload.

Other banking transactions are performed as requested. {Attachment
D - Payment Schedule}

Rush requests, those payments required within less than 3 working
days, will be evaluated on a case by case basis and may require a
written explanation of the need for the payment, exact information
regarding date and timing being requested and appropriate
departmental approvals. Rush payments generally require a minimum
of one (1) working day, after all valid documentation being in the SAP
system and/or received by the Accounts Payable section of Finance by
Noon to have a check available the next working day. Requests
should be directed to the Accounts Payable Manager andfor the
Disbursements and Receivables Administrator of the Finance
Department for consideration.

. The SAP system combines all vendor payments due-and payable to

one payment document as of the date of payment. This ensures
system and department efficiencies in preparing, matching and
distribution of checks. Requests for separate payment documents for
the same vendor will be reviewed by the appropriate manager of the
Finance Department on a case by case basis and may require written
documenti(s} and explanation(s) o substantiate the additional workload
this type of request creates.
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Methods of Pavment

The current primary payment method for the City of San Antonio is by |
check. Any requests for electronic payment (EFT) must be approved by
the Finance Department prior to any verbal commitment to the vendor or
inclusion in any written contract or agreement.

Check Payments

1. All check payments will be mailed. Special arrangements for |

' payment pickup at the Accounts Payable counter of the Finance

Departiment, other than those listed below, must be submitted to and
approved by the CFO or designee.

a) Departmental Exceptions: Pre-payments where a check is required
to accompany vendor documents i.e. conference registrations,
other travel expenses, postage, subscriptions, deposits or down
payments as required by a contract or other legal agreement.

b) Vendor exceptions: Vendor must submit a written notice to the

) Finance Department to request pickup of check at the Accounts
Payable offices. Requests will be reviewed and approved by
appropriate Finance management. The basis for waiver must
include a specific and verifiable reason for the exception to policy.
Vendors with issues with postal delivery may be required to accept
ACH payments in lieu of picking up payments.

=  One time exceptions to allow vendor pickup in response to
urgent vendor payment issues may be directed to and
approved by the Accounts Payable Manager.

2. Vendors are required to show proof of identity when picking up a check
" ingluding a current driver’s license and may be required to show prooff
of employment or affiliation with the vendor.

3. The Accounts Payable section will maintain a fist of authorized
employees from each department to pickup employee travel checks
and other approved vendor checks. Employees are required to display
their City issued badge and sign for checks at the time they are
fransferred.  The department is responsible to submit an authorized
employee listing and to update the list whenever personnel change.

4. Due io fraud prevention controls such as positive pay, check payments
will not be valid and negotiable for payment on the day of issuance;
therefore checks will not be released to departments or vendors until
the next working day after issuance. Any exceptions require the
approval of the CFO or designee.

5. Checks over $25,000 require further review and manual signatures,
and may require additional time before they are valid and ready for
distribution.

EFT Payments

1. Electronic Funds Transfer {EFT) includes both ACH payments and
- Wire Transfer payments.

2. Eligibility for all EFT Payment requests is determined by the Accounts
Payable Manager based on criteria set by the Finance Depariment.
Eligibility may be set at the vendor level for all payments or may
require separate approval for each payment.

3. To promote security of vendor banking information, it is required that
all vendors (and certain eligible customers) communicate directly with
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The Accounts Payable section is responsible to request the vendor
master data updates with SAP Vendor Maintenance and to maintain all
bank and account information in a secure location and manner.

* Exception: Retiree benefit payments to the City and all current
employee direct deposit account records are maintained by
E Human Resources.

EFT Payments — ACH

The frequency and timing of the execution of the ACH payment run is
determined by the Finance Department based on account type and
demand. The Vendor account type is run most frequently to achieve
payment by due date and to capture all discounts offered. Payment
runs for other account types including Accounts ReceivablefCustomer
refunds, Payroll Third Party remit payments, and employeeftravel
reimbursements are performed no less than one (1) time per week on
a scheduled day to facilitate workload. Other banking transactions are
performed as requested. :

Eligibility of vendors is based on an evaluation of historical activity that
includes but is not limited to more than four payments per year for a
fotal annual amount that exceeds $250,000. Finance is responsible to
review and may modify the criteria periodically.

Vendors not meeting the criteria above may be approved for ACH
payments by Finance for business purposes, including but not limited
to legal requirements mandated by local, state, or federal agency or
govemnmental entities.

Vendors approved and updated to ACH payments are no longer
eligible or able fo receive payment by check. Only one payment
method will be maintained.  Also, the Accounts Payable Section
reserves the right to return a vendor to check payments if significant or
repetitive issues occur with ACH.

Special requests for ACH payments outside the scheduled payment
proposal are at the discretion of the Finance Department and will
require a minimum of three (3) working day notification {from receipt of
invoices and all needed documents) for approval and processing.

Other Account groups may be added at the discretion of the Finance
Departmenit.

EFT Payments --- Wire Transfer

Wires are a separate form of electronic payment and are manually

processed with the City's depository bank for each fransaction
required. Due to their processing impact on productivity and
efficiency, wires are limited to payments made fo State and Federal
entities as required by law, financial transfers as required by contract
or best practice, and other special high-dollar transactions such as real
estate acquisitions and lease/purchase payments are processed on an
as needed basis.

Departmental or vendor requests for wire paymenis are approved at
the discretion of the Accounts Payable Manager and require a
minimum of three (3) working days nofification for approval and
processing. Payment may be transferred to the ACH process if
deemed appropriate.
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) The City participates in a Purchasing Card program under the direction of ’
Purchasing Card (P-Card) the Purchasing and General Services Department. Use of the P-card for
small dollar, non-contract items is encouraged when processed under the
guidelines of this program.

Procedures for payment of small dollar vendor invoices and other
Petty Cash Disbursement reimbursements are specified in the Petty Cash Administrative Directive
8.5. All vendor documents paid by this process should be processed and
maintained as per the guidelines established.

1. PO Purchases: The City's Purchasing Administrative Directive 1.6 is
the authority for ordering of all goods and services. The Purchasing
AD addresses specific requirements for bids, contracts, Purchase
Requisitions, creation of Purchase Orders and the process for Good

Document processing and Receipts. This Administrative Directive works in conjunction with the

documentation requirements : Purchasing Administrative Directive.

a) A properly executed Purchase Order, along with the required
goods receipt from the department, and the vendor's invoice are
the minimum documentation and approval needed for vendor
payment. '

b) Documentation submission must be in accordance with the
guidelines set out in this Accounts Payable AD

c) The Accounts Payable section of the Finance Depariment is
responsible for all record retention requirements for vendor
payments against a Purchase Order. ,5‘

2. Non-PO Purchases: Certain expenditures incurred do not require a
Purchase Order. They are generally employee fravel related
expenses, small dollar one-time expenses under the bid requirements,
or other small miscellaneous expenses. Within certain restrictions, the
Department has. the - ability to enter and approve these vendor
payments in the SAP system.

a) Accounts Payable Manager, or designee, reviews all non-PO
documents for correct entry and approval and then posts the
document to the vendor record as a payable item. If the item is
incomplete, incorrect, or not an expense authorized for payment by
the non-PO process, the item can be rejected back to the creator.

b) Non-PO documentation should be as stated in this Administrative
Directive and is the responsibility of the initiating department to
maintain the documents in accordance with the City’s record
retention policy.

¢) The non-PO process can be utilized by the Accounts Payable
section to enter certain special payments as required such as the
establishment of Petty Cash funds, payments from liability
accounts, frade in aliowances on fixed assets and other approved
non-PO related transactions. A properly completed and approved
Request for Payment (RFP) form fAftachment EJ, along with
sufficient documentation, is required and is the authorization for
Accounts Payable personnel to make the entry. AP is responsible
for record retention for these documents.
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Document processing and
documentation requirements
(Cont’d)

d) A list of allowed non-PC payments is maintained by the Accounts
Payable Manager and is periodically reviewed and updated to
ensure compliance to the Purchasing Directive and the general
accounting guidelines as described in this AD. [Attachment FJ

e) The Accounts Payable Manager is responsible to update the SAP
non-PO approver tables. Departments should assign an approver
for each cost center and submit changes or additions to the
existing tables in a timely manner by directing a memo with cost
center and approver information to the CFO. {Attachment G}

Pay Estimate / Refainage: The department is responsible for timely
submission of retainage release documentation as required to execute
a vendor payment within the guidelines and exceptions listed in this
AD. The RFP form may be utilized to list each SAP document to be
released, along with the department head approval, and supported by
the vendor's affidavit of completion and the project manager’s
acknowledgement and approval the work is complete and accepted. A
request for a partial release of retainage monies should clearly
designate the specific SAP vendor open items the partial payment is to
be made from and be properly supported with documentation. The
department is responsible for maintaining all other associated backup
and contract information as needed for confract compliance reviews
and record refention requirements.

Employee Travel: Employee travel payments are processed based
on the documents. created and approved in the TRIP transaction.
Weekly system processes are performed to capture thése payment
documents and post the documents to the employee’s vendor account,
pending payment. Employee payments are then executed weekly as
required and in compliance with the Travel Administrative Directive
8.31. The departmental travel coordinator and travel approvers are
responsible to ensure all fravel documents are maintained as per the
City’s record retention policy.

Grant programs / Child Care Development Services (CCDS) specific:
Outside Agency submission to the City seeking reimbursement for
program expenses can be extensive. Where there is not a true vendor
invoice, documentation submitted must be sufficient to fully explain the
amounts requested. A program summary sheet with appropriate
agency and City depariment signatures and a detall list of expenses
may be considered sufficient for payment. Actual receipts for each of
the items on the detail list may be retained at the department.

a) [f specifically stated in the grant contract that original receipts must
be refained for audit purposes, Finance may auihorize the
department to retain the original receipis in the departmental files.
In these circumstances, the responsible department may be
directed by the Finance Department to retain the original receipts
and send a department-stamped and certified copy in its place.

b) CCDS payment documentation is maintained in the State of Texas
system and at the CCDS office. Since these payments are
processed as non-PO payments, document retention is the
responsibility of the depariment.
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Document processing and
documentation requirements
(Cont’d)

is necessary and allowable to utilize alternate SAP transactions and
processes which result in a vendor payment. Manual corrections,
vendordevel journal entries, payments from funds held in trust,
payments on behalf of promoters from revenue funds (per contract)
occur. lt is required that the department and/or employee generating
such documents will comply with all documentation requirements
pertaining to any process specifically listed in this AD. This includes:

a) A wrtten and detailed process, approved by the Finance
Department, to include process narrative, approvals, internal
controls, and requirements for documentation including record
retention; and

b} No vendor payment process should be developed or approved
without express knowledge and agreement of the Accounts
Payable Manager or the Disbursements & Receivable
Administrator due to IRS reporting requirements. ‘

i

Other Document processing methods: It is recognized that at times it '

' Records Maintenance and
Retention

The documents and records in any format (i.e. paper, elecfronic) providing
proof of any account payable or tax records and any related IRS reporting
documentation, shall be retained and disposed of according fo the City's
record retention requirements found in Adminisirative Directive 1.34 and
the Local Government Records Retention Schedules. The office of the City
Clerk can provide additional direction and information on records retention
requirements.

Most accounts payable records, documents, ledgers and journals have
a three year plus the current fiscal year retention requirement.
Records should be maintained by fi fscai year, and then by vendor
number.

= Alternate method: File by fiscal year, and then by program or
event. ‘

Files should be maintained in a secure manner, in 1 or 2 central filing
areas per department.

Each department should have a designated person responsible for
maintaining the files, compliance to retention policy, and to act as pomt
of contact for retrieval of payment documents when needed.

Annual review for transfer to longterm storage andfor the record
destruction process should be performed.

Documentation for non-PO transactions should include an original
invoice, departmental cover sheets or request forms, approval
signatures. The document number created during the SAP entry
process should be recorded legibly on the invoice.

Documentation for Purchase Order related Goods Receipt eniries
would include bill of lading, packing slips, quotes, sales orders, order
confirmations, etc. The document number created during the SAP
entry process should be recorded legibly on the document.
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' Employees

Employees must follow the process within this Administrative
Directive when engaged in the activities described.

Finance Department -—

' Accounts Pavable Section

1. Maintain the accounts payable policies, procedures and guidelines.
Establish timelines for receipt of payment documents and timely entry
into SAP to ensure prompt payment.

2. Review incoming invoices, statements, and .other wvendor
communication to prioritize daily workload with emphasis on ensuring |
that discounts are taken when possible.

3. Process accounts payable transactions within established procedures
for invoice entry, check documentation requirements, approval
requirements, manual requests for payments (RFP), petty cash funds,
reversals, voids, credits, and other corrective entfries.

4. Generate the payment run batch file to be processed as needed o
provide prompt payment to all vendors.

5. Provide custemer service to vendors by timely resolution of vendor
payment issues by working with vendors and City depanment
personnel as needed

6. Perform clerical and administrative duties such as all incoming mail
distribution, phone calls, counter service, and check mailing and
distribution.

Process and manitor travel requests through the SAP TRIP module.

Provide fechnical assistance to departments regarding the processing
of accounts payable transactions.

9. The Accounts Payable Manager maintains the non-PC workflow
approval tables and monitors the submission of non-PO documents to
ensure proper utilization and compiiance to.the purchasing policy.

10. Maintain system validity and fiscal integrity by generating SAP
accounts payable fransaction reports for analysis (i.e. discounts,
invoice ageing, etc) and for identifying open items for resolution (open
vendor payables, GR-IR clearing, travel advances). Reports and
analysis to be shared to each Depariment Director or designee for
further analysis and corrective actions as appropriate.

11. Submit all IRS compliance files and reports.

12. Shared responsibility for vendor database including setting guidelines

- and policies to ensure compliance fo applicable AP legal requirements
and ensure data consistency and accuracy. Also responsible to
approve all exceptions to set guidelines that are provided for in this
AD.

13. Work with SAP Support teams to review and approve any addition to
the SAP system tables utilized in the accounts payable transactions
such as: the addition of payment terms, supplemental payment
methods, updates to TRIP per diem and mileage rates, and other
system updates and changes.

14. Maintain accounts payable documentation in an organized filing
system to facilitate providing information necessary for external and
internal audits and other financial reporting purposes.

CITY OF SAN ANTONIO

Page 13 of 18 : AD 8.3 Accounts Payable




1. Processes the batch files for all accounts payable payment runs
including checks, ACH transactions and wires within SAP and within -
the City's designated banking software or transfer system (Cash
‘Manager) as needed.

Finance Department — 2. Prints all accounts payable checks and other system created
Collections Section documents such as the wire instruction form and ensures security of
these instruments while in process.

3. Notifies Information Technology Services Department {(ITSD) to run a
Positive Pay batch job and submits the fiie fo the City’s depository
institute on a daily basis or as required for exceptions.

4. Primary responsibility for the storage, security, and issuance of the
blank accounts payable check inventory.

‘5. Utilizes the SAP transactions and required codes to void checks and
perform other payment clearing transactions as requested

1. Vendor setup and all file maintenance within established policy and
procedures fo ehsure system and data integrity.

i . 2. Proactively search and provide reporis for review of vendor data and
: SAP Vendor Maintenance initiate corrective actions as needed to standardize data entry and
perform periodic review to identify inactive account records.

3. Perform system tasks associated with the annual 1099 reporting
process.

1. Ensure that all purchasing activities follow City purchasing guldelmes
and contain the appropriate approvals. i‘_

a) The creation and maintenance of SAP requisifions, contracts, and
PO’s must be prepared in advance of the ordering of, or receipt of,

" All COSA Departments - the requested goods.

/Department Directors b) The approved Purchase Order number and/or copy of document
are supplied to the vendor.

cy Communicate with all vendors the timely billing of invoices for
goads sold or services rendered.  Proactive steps should be taken
at. fiscal year end to ensure receipt of and proper recording of all
vendor billings, inciuding delegate agencies, within the correct
fiscal period.

2. Ensure that expendituresfexpenses are eligible and paid from
approved funding sources.

3. Ensure that staff is trained in the SAP accounts payable process
relevant to the department’s transactions.

4. Process Goods Receipts entries into the SAP system immediately
: upon receipt of the goods.

a) Require and facilitate timely entry of goods receipts to ensure the
City can take advantage of vendor discounts when offered and/or
comply with contract payment terms. Monitor departmental
compliance with periodic review of the Lost Discount report.

b) Ensure all corrective actions requested to complete the accounts
payable process are given the appropriate priority so as o achieve
payment within the ferms of the agreement. i
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All COSA Departments
/Department Directors

(Cont’d)

Automated system

- 5. Forward to Finance all original invoices provided to the depariment in

'+ 6. Assist Finance Départment with resolution of vendor issues as needed '

. 2. Third party or commercial off the shelf systems are required to utilize

¢) Utilize SAP system reports such GR-IR variance reports and other

- Purchase Order reports to review and initiate correctives action to
resolve all GR surplus variances and PO available balances to
maintain accurate data and accurate expense recording.

d) Al prior month fransactions should be entered into SAP by the 5th
day of the following month in order to close the month and prepare
monthly financial statements.

e} Ensure proper accounting of transactions including correct entry
and use of posting dates to record all transactions into the correct
fiscal period.

f) Adherence to all requirements and timelines established by the
Finance Department to accomplish fiscal year close activities.

error or other vendor communications received in departments on a
timely basis and communicate to vendors that original invoices should
be sent to the AP Section.

oras requested.

7. Ensure City vendors receive the needed State of Texas Sales Tax
Exemption form when purchasing goods and services for the City.

8. Maintain all back up at the department for non-PO purchases less than
$25,000 within the guidelines established in the City’s Record retention
directive.  Documentation for any rion-PO purchase over $25,000
should be forwarded to the AP section for filing and retention.

9. Maintain SAP role approvals for a_s'signed personnel.

10. Maintain segregation of duties as prescribed by process, policy and
within good accounting fiscal responsibility.

S e e

SAP System shall be used as the City’s “System of Record” for all
Accounts Payable activities. The SAP Accounts Payable module
electronically matches the PO, receiving information and invoice for
payment. The module also prevents the entering of duplicate invoices
reducing the chance of paying an invoice twice. The module provides a
1099 reporting feature for the processing of the Form 1099 miscellaneous
forms for qualifying vendors in compliance with IRS filing requirements.

In the event the City would authorize the use of a specialized system to
capture and sfore unique functionality related to accounis payable
disbursements, the following guidelines would apply:

1. Buch systems would require prior written approval from the CFO and
the Chief Information Officer prior to acquisition.

the SAP account structures for passing information to SAP

3. The system will interface directly with SAP and provide and access
SAP at the fransaction level of detail.

CITY OF SAN ANTONIO
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4. Al vendor balances, transaction details and master data will remde ln

SAP.

5. All financial reporting will be generated from SAP.

Pavment Controls

1. In accordance with City policy and in compliance with the Prompt
Payment Act, vendor payments will be due and payable fo the vendor
within the applicable payment terms.  The City must exercise due
diligence regarding payments funded with federal funds and to avoid
interest payments.

2. Use of system reports to evaluate on-time payments and mterest
incurred is reported by the Finance Department. Lost Discount reports
are produced routinely to monitor adherefice 1o process and
procedures. .

3. New payment terms (not currently in system) must be submitted to the
Finance Department for evaluation and approval prior to acceptance
as a part of any contract, bid, or other agreement.

4. Control of the Sales Tax Exemption forms is assigned as the
responsibility of the CFO cr designee to ensure proper use of Sales
Tax exemption for only City purchases.

‘1 Blank Check Control

The security of the blank check stock is an important intemal conirol
procedure fo avoid potential misuse of City assets. Checks are direct
access to_City cash and should be safeguarded just as the actual cash.
The employees of the City have a fiduciary duty {0 ensure blank check :
stock and written checks are properly maintained. :

Segregation of DuﬁeS_

: Effort shall be made for.the physical and electronic separation of duties
- and responsibilities between: 1) Ordering goods and services and entering

goods receipts 2) approving fransactions for goods and services ordered,

' 3) entering fransactions to pay vendors from invoices received in the
- accounts payable section, 4) printing checks, 5) accounting oversight.
" Where the separation of responsibility is precluded due to limited available
- personnel, departments should contact the Finance Department’s
- Compliance and Resolution Section to assist in establishing mitigating
- controls.

Positive Pay

A positive pay file wilt be requested by the Collections section that lisis all

~ of the checks and amounts that have been generated from the payment
. run and then submitted to the Depository Bank as the City’s approval for

the bank to pay these checks. The file will also contain any previously
approved checks that have been voided.

CITY OF SAN ANTONIO
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Reversals/Voids/Stop
Payments

A check to be voided and/or reversed from the SAP system shculd be
forwarded to the Accounts Payable section with the appropriate Void
Check Request form fAttachment H] immediately upon receipt of the
payment document. Based on the circumstances and the information
provided, the determination will be made as to the reissuance of the check.

1. If the City has received the original check, a request to-void the
payment will be sent to the Collections section to be voided within the
SAP system and the check will be stamped “Void™.

i 2. Hf the City does not have the original check, then a stop payment action

wilt first be requested with the General Ledger Section of the Finance
Department with the-City’s depository bank. Upon confirmation from
bank, the check will be voided in the SAP system as above.

3. Once the check is voided, the payment document is again a payable
liability. If the check is to be reissued, it will be processed with the next
available AP payment run. If the check is not to be reissued, AP will
initiate and ensure all necessary SAP enfries are accomplished to
reverse and nullify the original documents that initiated the vendor
payment. Documents should be reversed in the same accounting
period as they were issued when possible.

Department Review and

All accounts payable activity should be recorded in a manner to permit the
timely processing of vendor payments. Review and reconciliation of open
items should be performed on a monthly basis; however, reconciliation

Reconciliation must be completed during the year end process to ensure the accurate
' - reporting of the City’s financial activity.
1. An individual who suspects fraudulent activity shall contact their
supervisor or someone up the chain of command immediately.
M 2. Departmental controls shall include a practical means for employees to
report instances where system controls are overridden that could be
indicative of fraud.
1. Senior fiscal staff shall monitor and assess, on at least an annual
basis, any risk areas and adopt appropriate strategies to manage
‘ _ o Accounts Payable functions and thereby minimize opportunities for
Other Guidelines -

noncompliance of any policies or laws referred to in Section 1 of this

directive.

2. If there is suspicion regarding non-compliance with this adminiqs.trative
directive, management shall be informed for further review.

. CITY OF SAN ANTONIO
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Vendor Master Creation Form Att. chment A - Also see COSA WebForms
‘Vendor Master Change Form o  Attachment B - Also see COSA WebForms
Pro'mpt- Payment Act Exam;;les Attachment C

Payment Type & Frequency Schedule Attachment.D

Manual Request for Pa;'{ment (RFP) ~Attachment E

Non-PO Document guidelines Attachment F

Non-PO approval table changes A'ttachment G-

Void Check Form . Attachment H

o R
%ﬁ: i et

ACH Agreement Form : ~Contact Accounts Payable

s

This directive supersedes all previous correspondence on this subject.  Information and/or clarification may be

obtained by contacting the Finance Department at 207-5734.
| o/ 21

e

Ben Gorzell, Jr., CPA Bate o

Chief Financial Officer

J [~ 7=

Sﬁe@l/éc_ulley — & U Date

City Manager
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City of San Antonio

Vendor Master Creation Request Form
All fields are requfred uniess marked aptional. Omitted required information results in returning the form.

Pleaye submit using ONLY one of the following: fax: (210)207-9778 or
e-mail SAP VENDOR MAINTENANCE — VENDORS@SANANTONIO.GOV

Attachment A !

ok

If you have questions on the form calt (210) 207-0118
Vendor Contact Information: we irs Formor Substltz.rte fo:m is required and attached.

Vendor Name:

As shown on your incoms tax return

Doing Business As:
if different than above

The TIN must match the Vendor Name on file with the IRS to avoid backnp withholding. For individuzls this may be your social security tumber. PO NOT
enter both an Employer I Namber and 2 Sockal Security Number, it should be fhe ane used on your insome tax retusn, This is not your Sales Tax Number

Tax Id Number  Check box and enter # below
[ ] Social Security Number or [ | EIN Empioyer ID Number

Tax Code (press F1 for

choicas) or see page 3

Type of Recipient

{press F1 for choices) or see page 3

Address:
City: | State: Zip:
Phone #: . Fax #: Mobile #:

(inciude Area Code and Extension if there is one}
E-mail: Weh:

Remit Address (if payment should go o a different address}:

City: State: Zip:
Remit Phone #: Remit Fax #:
Remit F-mail: '

SBEDA classification {minimum 51% ownership fo select)

Gender: [} Male [] Female Business Size: [ Large [] Small Handicapped: []No [T] Yes Govt/Non-Profit [ ]
Ethn:crty if Other, Please specify Non Minarity, Hispanic, African American, Native American, Other

* NIGP Commodity code(s): 5 digitonly
Optional: Sales Person: Phone:

Notice: Faflure to respond to an invitation for bids may result in your removal from the bidder's list unless yotr specificalty ask o be retained. A
response may be in the form of a bid or acknowledgement of receipt with a request 1o be refained on the mailing ist. We reserve the right to remove
the applicant from the mailing list for nonpayment of taxes, default of a confract, application for bankruptcy, or conviclion of fraud or other felony
offense. The City roufinely publishes public notices conceming propesed purchases in any or ati of the following daity newspapers: Commergial

Recorder, San Antonio Express-News

Certification } ceriify that information supplied herein (including all pages attached} is correct and that neither the applicant nor any person
{or concern} in any connection with the application as a principal or officer, so far as is known, is now declared ineligible from bidding for

materials, supplies, or services.

Name and Title of Person Authorized to Sign for Vendor (Type or Print)

Signature

Date

Stafement: "Effective January 1, 2008, Chapfer 176 of the Texas Local Gaverment Gode requires that persons, or their agents, who seek to contract far ihe sale or purchase: of property, goods, or

services with the Ciy, shal file a completed conflict of interest questionneire with the City Clerk not tater than the 7™ business day after tie date that the person: (1) begirs contract discussions or
negotiations with the City; or (2) submits to the Gity an application, resporse fo a request for proposals or bids, correspondence, or ancther wilting related o a potential agreement with the City. The
conflict of interest questionnaire form is available from the Texas Ethics Conunission at wwwethies stale bous <hfinwwen sthics statetxcus> Completed condict of interest ques§onnaires may be
meiled or delivered by hand (o the Office of the City Clerie If mailing a completed confiict of interest questiofinaire, mali to: Office of the City Clerk, P.O. Box 839866, San Antonio, TX 78283-3966.

K delivering 2 completed conflict of inferest questionnaire, deliver 1o: Office of the Gity Glerk, CHy Hall, 2™ floor, 100 Military Piaze, San Anfonic, TX 78205

T et W orarvirnad 2R ONTNA .20 TRE




City of San Antonie
Request for Taxpayer
Identification Number and Certification )

(W-3 Substitite Form) -

Please complete the Tollowing information, We are required by Section 6109 of the Infemal Revenue Cote to obiain this information when making
reporiable payments to you. You may be subject to a 28% withholding of future payments if this information is not provided. Additionally, if you fail
to provide His information, you may be assessed a $50.00 penally Imposed by the Infernal Revenue Service under Section 6723 of the Internal

Revenue Code. - :
et e-mail VENDORQ@,SANANTONIO.GOV Fax: 210/207-9778

Name (as shown on your income tax return)

Doing Business As: (if different from above)

Select your tax statué as reported to the Internal Revenue Sefvié,e (IRS).
[JindividualiSole Proprietorship [ JCorporation [ JPartnership - [_ITax Exempt

Address (number, street, and apt or suite #)

City, State and Zip code

bl

Phone

Tax Identification as filed with the IRS. The TIN must match the name given on line 1 to avoid backup withholding. For individuals, this
may be your social security number. For other entities, it is your Employer Identification Number (EIN).a 9 digit number.. This is not your -
Sales Tax Number : .

Tax Id Number Check box and enter # below [ Social Security Number or [] EIN Employer 1D Number

EXEMPTIONS: If exempt from 1099 seporting, please check your qualifying exemption befow, however we are requived to havs this form
on file. . .

T 1. Exempt froim tax under section §01(a) of IRC (including religious, charitable, & educafional foundation)
2. The United States or any of its agencies or instrumentaliies (including any pofitical subdivisions)

‘3. Areal estate investment trust )

4. A common trust fund operated by a bank under Section 584 (a)

5. Afinandial insfitution

(i} i) im)

CERTIFICATION: Untder penaliies of perjury, § certify that: _ E
1. The number shown on this form is my comedt taxpayer identification number (or | am waiting for a number to be issued to me). and
2. 1am not subject to badkp withholding because: (a) | am exernpt from backup withholding, or {b) | have not been nofiiied by the Internal
Revenue Service (IRS) that | am subject to backup withholding as a result of a failure to réport interest or dividends, or {c) the IRS has
notified me that | am no longer subject fo backup withholding, and

3. 1amaUsS person (inchidting a US resident alien) -

SIGNATURE ___ ' DATE

PRINTED MAME ) TITLE

T sere Wommrlmnd IO IOTE T2 TN




Do Not Return with forms - this page is an information only page.

Vendor Names and DBA Doing BusineSs As has to match on both forms.

5mall Business Enterprise: A corporation, partnership, sole proprietorsiup or other legal entity for the purpose of making a profit
which is independently owned and operated and which meets the U.S. Small Business Administration (SBA) size standard for a
small business. All firms meeting these thresholds will be congidered a SBE.

Female Owned Business Enterprise: A sole proprietorship, parmership, or cotporation, owned, operated and controlledby
women who have 51% ownership. The women must have operational and managerial control, interest it capital, and carnings
commensurate with the percentage of woman ownership. To qualify as a Woman Business Fiiterprise, the enterprise shall be
headquartered 1 Bexar County for any tength of time, or shall be doing business in a locality or localities from which the City
regularly solicits, or receives bids on or proposals for, City contracts within the Woman Business Enterprise's category of
contracting for at Ieast one year.

Minority Business Enterprise (MBE): A sole proprietorship, partnership, or corporation, owned, operated, and controlled by a
minority group member(s) who have at least 51% ownership. The minority group member(s) muost have operational and
managerial control, interest in capital, and eamings commensurate with the percentage of ownership. To qualify as a Minority
Business Enterprise, the enterprise shall be headquartered in Bexar County for any length of time, or shall be doing business in a
locality or localities from which the City repularly solicits, or recefves bids on or proposals for, City contracts within the Minority
Business Enterprise’s category of contracting for at least one vesr.

Handicapped Ovwned Business Enterprise: Means a sole proprietorship that is owned and controlled by a handicapped
individual; 4 partnership at least 51% of whose assets or partnership interests are owned by one or more handicapped individuals;
or a corporation at least 51% of whose assets or interests in the corporate shares are owned by one or more handicapped
individuals. A handicapped individual is a person with a physical or mental condifion which substantially limits one or more major
life activity.

Share in payments: Partners, proprietors or stockholders of the enterprise, as the case may be, shall be entitled to receive 51% or
more of the total profits, bonuses, dividends, interest payments, commnuissions, and any other monetary distribntion paid by the
business enterprise.

e NIGP Commodity Codes — for 2 list of codes visit this web site.
hitp:/fwww?. cpa state.beus/com book/index himl

List of tax codes:

01 | Rents Office space, machine renials (example balidozer), and pasture rentals. Rental assistance
i payments made to owners of housing projects

06 | Medical & Health | Pavmenis made to physicians or other supplier or provider of medical or health care services.
Care Payments This often includes charges for injections, drugs, dentures and similar ftmes but not pharmacics

, for prescription drugs
07 | Non Employee Includes fees, commissions, pnzes and awards for services performed as a ponerplovee. Some
Compensation examples: Professional service fees, such as fees to attomeys (including corporations)

accountants, architects, contractors, engineers, ete. Payment for services, including payment for
parts or materials used to perform the services is sapply th parts or materials was incidental to -
providing the service. A fee paid to a nonemployee, including an independent contractor or
travel reimbursement. Payments to nonemployee entertainers for services.

List of Type of Recipient:

01 | Individual -

02 | Corporation

03 | Partnership

06 | Government or fatérnational Orgn
07 | Tax exempt orgamization

Available Account Groups: .
TRAD for Accounts Payable vendors EMPL. for Employees created as vendors
ORDE for Ordering addzess vendors REMT for TRAD vendors with different address to send payments (Permiited payee)

T it D el 2O AANVIA 273 DA




City of San Antonio

Vendor Master Change Request Form
e-mail SAP VENDOR MAINTENANCE — VENDORS@SANANT: ONI(__).GOV or fax: 210/207-9778

Attachment B

Changes will not be irzade without COSA Requestor information, name of Vendor employee and hard copy of

the reguest from the vendor.

Requestor Name/City Employee:

__Departmen’; Name:

Phone Nu‘mb_e_r:

Vendor Employee Name:

Phone Num-bér:

Required

Vendor #

Vendor Na_méf

[ ] Block this vendor — Reason is entered below —
All Requests to block vendors must be approved by Finance

" Revise From:

Revise To_:'

Name:

Doing Business As:

Tax Id

SSN

Address

City, State & Zip

Phong

Fax

Email

Web site

Remit Address

Remit City, State & Zip

Remit Phone

Remit Fax

Remit Email

Tax Code

Type of Recipient

Payment Terms

Additional Changes not listed above:
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CITY OF SAN ANTONIO
REQUEST FOR PAYMENT

PAY TO

SAP Vendor #

Name

Address

City, State, Zip

Department Name:

Date:

Attachment E

AP Use

DESCRIPTION

Bus Area #

G #

Fund

Cost Object

AMOUNT

Include:

Short description of what to be paid
Invoice #, date, efc.

Remé@i address information

Any reference text to be included on the check or
special requests. )

Other information:
Use a separate RFP for each invoice.

Attach original invoices to this request.

Aitach ordinance or other agreements as
appropriate and as required.

$0.00

TOTAL

$0.00

INSTRUCTIONS
1. Do not use for purchase requiring & purchase order.
2. Attach ORIGINAL supporfing documents only.  Provide an exira copy when
document is to accompany payment.
3. Reguest must be authorized by Department Head or Designee

Completed by:

Print Name and phone number

| hereby certify that the goods or sevices for which payment
is requested hereon have been received or will be received;
that. payment therefore is hereby authorized; and that funds

are available therefore.

Approval:

DEPARTMENT HEAD (print name & signature)

Special Mailing Instructions
Examples:

* Bzl to Vendor

* bepartmem plckup : Qall {nams & phone #) when ready

* Hoild for vendor pick up: Call {name & phone #) when ready

CITY OF SAN ANTONIO
January 2011

Aftachment o AD 8.3 Accounts Payable
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Attachment G

NON-PO APPROVAL TABLES

To request a change to the non-PO workflow approval tables:

» The person being assigned must have the correct Approver role in their
' SAP profile. If not, request that first via the SAP request form.

> Prepare a memo from your Director to the Finance Department and
Jinclude the below information. You can cut and paste, or use your own
format, as long as it contains the same information.

» Only one approver can be assigned as Approver 0 and only one Approver
can be assigned as Approver 1 for each cost center. Approver 0 and
Approver 1 can be the same log-in.

» Have Director sign and forward memo to Finance. To expedite, scan the
signed memo and send via e-mail to the Accounts Payable Manager.

> This process is for permanent changes to the workflow tables. It should
not be used for temporary changes or coverage needed during leave.
For temporary re-assignment of approval, the approver should designate a
substitute (prior to start of leave) from within the SAP system.

For ény additional questions or assistance,‘ call 207-6307

CITY OF SAN ANTONIO Attachment to AD 8.3 Accounts Payable
January 2011 Page 1 of 2



Attachment G

To: Troy Elliott, CPA, Finance Department

From: @ =% Director of |

Copy: Kay Grant, Accounts Payable Manager
Juanita Carabajal, Disbursement & Receivable Administrator

Date: il

Subject: Non-PO Approver tables update request

Please change the workflow tables for Non-PO's to reflect the below approver
assignments for the | i{B€partment name)

Cost Center Approver 0 (Under Ap'p'rove'r1 {Over

(1% 6 digits) $25,000) $25,000)
Log-in B Log-in
XOOOKX_ | XXoooxx XXxxxxX
List each cost center | SAP Login SAP Login
separately

| CITY OF SAN ANTONIO | Attachment to AD 8.3 Accounts Pajzable
Janwary 2011 Page 2 of 2



Attachment H

- CITY OF SAN ANTONIO
| FINANCE DEPARTMENT

STOP PAYMENT / VOID CHECK REQUEST

DATE OF REQUEST:

PLEASE VOID THE FOLLOWING CHECK:

CHECK # - AMOUNT

DATE -~ VENDOR# _
COPY OF CHECK STUB ATTACHED _ YES NO
ORIGINAL CHECK ATTACHED __YES NO

REASON FOR ACTION:

__MISPLACED/ LOST
STALE DATE
INCORRECT VENDOR
TRAVEL CANCELLED
DUPLICATE PAYMENT . . .
PER VENDOR REQUEST (Complete below or attach corréspondence)
SPOKE TO: ' CONTACT #:
POSITION: DATE:
OTHER: REASON

ACTION NEEDED: ___REISSUE DO NOT REISSUE
SUBMITTED BY: ’ SIGNATURE:
DEPT: PHONE / CONTACT INFO:

ACCOUNTS BAYABLE USE
MENT SUBMITIED: (DATENHOR)
ENT C@EFIR@»QIEQNQWQCHELYES . NG issUED

CITY OF SAN ANTONIO Attachment to AD 8.3 Accounts Payable
January 2011



CITY OF SAN ANTONIO

EMPLOYEE ACKNOWLEDGMENT FORM
FOR

ADMINISTRATIVE DIRECTIVE 8.3
Accounts Payable

Employee:
| acknowledge that on , 20 . | received a copy of

Administrative Directive 8.3 Accounts Payable. | understand if | should have any
guestions | should contact my Human Resources Generalist.

Employee Name (Print) Departm‘eht

Employee Signature ' SAP ID #



